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CHAPTER 6: Correspondence

Overview @%}

This chapter furnishes instructions for processing and preparing Correspondence related to
construction contracts.

The correspondence option allows you to maintain a log of all documents sent or received on a
contract. It has links to other menu choices so you can check pertinent correspondence at
several points. For example, when you choose a particular modification, a subsequent menu
choice allows you to view all correspondence on that modification.

This option also gives you access to word processing and assists you in generating form letters
from a variety of templates. More information on this topic will be covered in this chapter.

Adding Correspondence in RMS

Correspondence is accessed from the Contract / Administration / Correspondence menu, as
shown. The screen is the primary correspondence window on which you can observe all letters
at a glance. As you place the cursor on a letter, the letter number and brief description will
appear at the bottom of the window.
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Correspondence is separated into “status” categories. Those that are SENT or RECEIVED
are on the first (default) tab. Those letters that have been prepared and are awaiting
completion and or approval are shown on the second tab (Draft Letters Not Sent).
Government In-House Memos are on the third tab.

Letters are Added, Edited, and Deleted from this screen.

In addition, all Reports can be accessed from the Report button at the top right side of the
screen.

Push the Add button to add, compose or record a new letter.

A drop-down menu presents a listing of the categories of all letters maintained within the
program.

For now, select Letter to Contractor to learn how easy it is to use the RMS for Windows
correspondence module.
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A screen will appear with the NEXT available Letter
No. showing. You can change the number if you
wish. The prefix “C” lets RMS know that the letter is
a letter to the Contractor and will file and track it
accordingly.
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The prefixes that RMS utilizes are recorded in the Library for all Agencies and other Customers.
RMS requires certain predefined prefixes and these cannot be changed. These are used to sort
letters on several of the Correspondence reports. The required predefined prefixes are as
follows:

C = Letter to Contractor from the Government

RFP = Request for Proposal letter to the Contractor from the Government
MEM = In-house Memorandum for the Government

H = Letter to the Government from the Contractor Home Office

S = Letter to the Government from the Contractor Site Office

RFI = Request For Information from the Contractor to the Government

This next window is used for all letters from the Government intended for the Contractor or
Other Agencies. The window used to record other letters is slightly different in appearance and
may not have the Letter Status options or the Form Letters option. We will review those
windows later in the Chapter. For now, let’s discuss each of the ten options on the screen
below.
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E = Letter No. The letter code identifies the source of the correspondence and the number

is either automatically assigned by RMS or you can change it. For outgoing letters, RMS
will suggest the next available number for that code. You can also edit it if you wish. For
incoming letters, the next available number for that code is also suggested but, often, you may
need to assign the number yourself to ensure that it actually matches the Agency numbering
sequence.
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E = Dated. The date is filled in with today’s date (system date) for a letter being sent .

You can change it if necessary. The field is left blank for a letter being received — you fill
in the date.

! Calendar -]

Sun Mon Tue Wed Thu Fri Sat

1 2003 4
5 6 ¢ &8 8 1m0 N
12 13 14 18 168 17 18
19020 A 2 X3 M s
& 27 28 29 30 &

It is suggested you
use the lookup and

select the date from \»
the popup calendar.

‘T Today: 037312000

v |

"‘? = Letter Status. RMS will track a letter being sent through various stages prior to it
- being sent to the recepient. This option will provide for listing and reporting of outgoing
letters that have been logged in, but not sent. You can then track all letters until they have been
reviewed and approved to be sent. When a letter is marked as “ Sent” it is moved from the
second tab (Draft Letters Not Sent) to the first (default) tab (Letters Sent & Received).

If your office is on a Network environment, this feature can be a
real timesaver. A person that drafts the letter for someone else’s
signature can be in aremote location or office and the person that
is to sign the letter can be advised that it is ready for their review,
correction if needed, and signature.

)

E = Answer Requirements. If an Answer is Required, select it with the cursor. A date

field will appear and you can use the calendar pop-up to select the date the letter requires
an answer. If the box is not checked, the “Answer Due” field will not be visible.
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= Answers Letter. If the letter being generated Answers another letter, check the box
S and push the Select button, then use the pop-up window to select the appropriate letter.
The listing will include all outstanding letters requiring an answer.

. Comrespondence

Letter Anzwered

o OK X Cancel |
Lookup
Place the cursor on the appropriate letter I?eam“ Chatacters
being answered and push the OK button.
Letter Mo. | Brief Summary -
4 H-0001 i $31,500.00, the diving

||

o« OK I X Cancel

EETT— gl
o) 3 M = Brief Summary. This area of the
Simior screen is used on various

== correspondence reports, therefore, the

T P et e information should be concise and reflect the
real ‘meat’ of the letter. If you select the Edit
option, a larger screen will appear with more
options, such as Cut, Copy, Paste and Spell
Check.

The Spell Check button (SP) will look for the
file: CAWINRMS\ENGLISH.DCT

You will be able to add your own words to the
dictionary if you desire.

You can easily cut and paste from other files into this screen. If you have
already composed the letter, you can copy a brief summary from the letter just
prior to exiting the letter and paste it here.
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"‘? = Reference Change Request Number. Use this feature to expand your reporting and
retrieval possibilities for Changes and Modifications. A pop-up window will list all
Change Requests for selection. Simply place the cursor on the appropriate Change Request

and push the Ok button.

. Lookup [_ (O]

Search Characters

Change Request Mo, Change Request Title —

L PRI ) Add Mew Swirarming Poal

Search By

Change Request Mo,

gl = Unresolved Issue. If this box is checked, the item will be tracked in the Status and
"2 |ssues area of RMS. This is a useful management tool and can highlight areas needing
attention before they escalate into bigger problems or claims.

Note: if the item is attached to a Change Request (Item 7) this box
will not be available, as the item is considered resolved by being
part of a change or anticipated change to the contract.

Generating Form Letters

E = Generate Form Letters. Form letters and templates are compiled using MSWord ©
and makes use of all the MS macros as well as the many macros created in RMS. This is
the area that can save lots of time and effort if used consistently and if tailored to the way your
office functions. There are lots of samples included with the program for your use and
enjoyment. It is suggested that you use the samples as a pattern and let them remain in your
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system. It is easy to COPY a letter to another file and modify it to meet your needs. (That way,
you can always start over with one that functions.) You are encouraged to add all the form
letters that you use to help speedup your processes and provide consistency in your office

environment. It may help you to get started by printing out the RMS macros from the report
Explorer, as follows.

Report Menu =] B3

Enact Suaw De Liry SeleCt the lerary bUttOh
on the Repart Explorer
1oral eporis anagemen .
e - window to access the

Contastor Trods report for Word Macros.

Wtk Categony Codes
Construction Category Codes
Customer Twpes

Milestone Events

Management
Finances

Quality Control
Quality Assurance
Submittals

Word Macros

1
Word Macro Report Options (= [Ex]

& =

Freview Frirt Optiohs

Word Macros

Mo options faor this repart

Select Word Marcos and
Print the report. It will give
you a listing of the available
RMS Word Macros.

RMS Print Preview HEE
Available RMS Word Macros

S Piint & Optians Export

M| Available RMS Word Macros
(B

US Army Corps
of Engineers

ASSISTANT_SUPERINTENDENEC Canfract Assistant Superintendent ASSIST_SUP
CHANGE_INCEPTICN Inception Date for Change Request 1 INCERTICH
KTR_ADDRESS! Contractor Strest Address ADDRESS
KTR_ADDRESS2 Contractor City, Stete, Zip ADDRESS?2
KTR_FULL_NAME Contractor Full Name
MOD_CANCEL_DATE Date Change Request was Cancelled

FLLL_MAME

The Export button at the top right of the screen is available for all RMS reports. It will
afford the opportunity to export any RMS report to a MS Word document, or to export it
in the HTML format for use with email, etc. You can now easily incorporate RMS reports
in other correspondence packages, PowerPoint presentations and so forth.
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Available RMS Word Macros

02 Apr 2000
US Army Corps
of Engineers
Macro Name Description Table Name Field Name

ASSISTANT_SUPERINTENDENDC Contract Assistant Superintendent KTR ASSIST_SUP
CHANGE_INCEPTION Inception Date for Change Request PC_LOG INCEPTION
KTR_ADDRESS1 Contractor Street Address KTR ADDRESS1
KTR_ADDRESS2 Contractor City, State, Zip KTR ADDRESS2
KTR_FULL_NAME Contractor Full Name KTR FULL_NAME
MOD_CANCEL_DATE Date Change Request w as Cancelled PC_LOG CANCELLED
MOD_DESCRIPTION Description of modification MOD_LOG MOD_DS
MOD_NEGOTIATIONS_COMPLEate Négdiations w ere Completed PC_LOG NEGO_COMP
MOD_NOTE_PRICE Change in Contract Price (Optional Additional Notes) MOD_LOG NOTE_PRICE
MOD_PC_DS Change Request Title PC_LOG PC_DS
MOD_PC_NO Change Request Number PC_LOG PC_NO
MOD_PNM_COMPLETION_DATBate PNM w as Completed PC_LOG PNM_COMP
MOD_PROPOSAL_DUE_DATEDate Contractor Proposal is Due PC_LOG PROP_DUE
MOD_PROPOSAL_RECHEVED D#dProposal was Received from Contractor PC_LOG PROP_COMP
MOD_PROPOSAL_REQUESTEDafeAFBposal was Requested from Contractor PC_LOG PROP_REQ
MOD_SOW Change Request Scope of Work PC_84A sow
QA_CON_REP Chief Con-Rep CONTRACT CON_REP
QC_BOND_CITY_ST ZIP | Bonding Company City, State, Zip KTR BOND_ADDR2
QC_BOND_COMPANY Bonding Company Name KTR BOND_NAME
QC_BOND_FAX Bonding Company Fax Number KTR BOND_FAX
QC_BOND_NO Prime Contractor Bond Number KTR BOND
QC_BOND_STREET Bonding Company Street Address KTR BOND_ADDRL
QC_BOND_TELE Bonding Company Telephone Number KTR BOND_PHONE
QC_MANAGER QC_Project Manager KTR MANAGER
QC_PAYEE_ADDRESS1 Contract Payee Street Address KTR PAYEE_ADDR1
QC_PAYEE_ADDRESS2 Contract Payee City, State, Zip KTR PAYEE_ADDR2
QC_PAYEE_NAME Contract Payee Name KTR PAYEE
QC_QCMANAGER Quality Control Manager KTR QC_MAN
RMS_AE_NAME Architect Name CONTRACT AE_NAME
RMS_CONTRACT_DELVERY| QRIDERt Belivery Order Number CONTRACT DELIVERY
RMS_CONTRACT_DESCRIPT|@¥ntract Description Narrative CONTRACT PROJ_DS
RMS_CUST_TYPE Customer Type CONTRACT CUST_TYPE
RMS_LETTER_NO Letter Serial Number SER_LOG SER_ID
RMS_OFFICE_ADDRESS1 Office Street Address1 OFFICES ADDRESS1
RMS_OFFICE_ADDRESS2 | Office Street Address2 OFFICES ADDRESS2
RMS_OFFICE_ADDRESS3 | Office City, State and Zip OFFICES ADDRESS3
RMS_OFFICE_FAX Office Fax OFFICES FAX
RMS_OFFICE_MOD_PREFIX | Office Mod Prefix Code OFFICES MOD_PREFIX
RMS_OFFICE_NAME Office Name OFFICES FLNAME
RMS_OFFICE_PARENT_SY MBRarent Office Symbol OFFICES PARENTSYMBOL
RMS_OFFICE_QA_COMMENT @ifib& QA Comment Code OFFICES QA_COMMENT_PREFIX
RMS_OFFICE_SF30_CODE | SF30 Code for Office OFFICES FL_CODE
RMS_OFFICE_SYMBOL Office Symbol OFFICES FLSYMBOL
RMS_OFFICE_TELE Office Telephone OFFICES PHONE
RMS_OFFICE_TYPE Office Type OFFICES TYPE
RMS_OURNAME Short Tile of Contract CONTRACT SHORT_NAME
RMS_PROGRAM_AMOUNT | Contract Programmed Amount (Funds) CONTRACT PROG_AMT
RMS_SHORTMACROTITLE | Short Title of Contract TREE SHORT_NAME
STAFF_NAME Staff Name STAFF_SBLOCK | NAME
STAFF_SIGNATURE_BLOCK| Staff Signature Block STAFF_SBLOCK | TITLE

Sorted by Macro Name

Page 1 of 2

The command in MSWord to place a macro is: <Ctrl> <F9>

You then type the User Defined macro between the brackets.
It would have the form: { UD_RMS_CUST_TYPE }

To make full benefit of using the RMS macros with MS Word,
your programs must be configured properly. Refer to Appendix
B of this manual for detailed instructions.
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Form letters must be created from the library prior to being available at the contract level.
Choose the Local Library / Word Documents selection as shown below.

HAeowdent Hanayuemenl Spatem _|Dlﬁl
Ei= Help
Conbsciy Otk Gy Libray ¥ X >

Ouersesa  Flepoits Emt

Local Library - Fosdrumsner Fes= O Office - Word Documents

Word Documenis

Lsgr Dafined Macios
Lettar Agancy Codas
Lobor Fale Tablas
B Simndeard Tesd
SFE30 Smndard Tewxt
EMGH] Standerd Tt
Winrk Typas

Faature Typas

3 Phase Checks
Milestome Events

4 () [ oo Bysiding Filosck s

The first screen example shows seven (7) Category folders in the Local Library: (The System
Library currently has the same Category folders.)

e Letters to Contractor

* Request for Proposals

e« Government In-House Memos
o Letters to Other Agencies
 Contract Plans

» Office Plans

* Document Building Blocks

These categories are fixed in description within RMS. However, in the Local Library, you can
add as many Subcategories that you desire. For example, under the Category labelled
“Letters to Contractor”, you may have a Subcategory labelled “Safety Issues”).

The following examples will be from the Local Library, as this is where you will have your
documents located. There are documents in the System Library wihich you may wish to import
into your Local Library and tailor for your use.
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Adding A New Subcategory

Push the Add button and select Add Subcategory from the drop-down menu.

Bl
Ei: Heip
Conbyscts Offics Lzl Liks Distict Libs: Gpabem Libs. > E 3
| = —— = Oweraes  Fepoits Esd
Local Library - Fosdmnner Fesidest Ofice - VWord Documents
r. § ‘Bl
Wiord Documents ol k] T U
Highd Do sremnt
Lisgr Liahingd Mecros 7 Lo Dzcasvased N0 o Libwary
Lettar Agancy Codes Bovemmment inHouse Memce
T. Latbmas i Dt digaroes
Labor Rate Tables - Cionbusct Plan:
BCD 51 i | Tant < CRcs Plans
B D xzurmant Ealding Alocks
S0 Standard Tesd
ENGE] Seandard Ted
Wiork Iypas
Fanlirg Tyipes
3 Phase Chacks
Milestone Events

Adding additional Subcategories and Documents is somewhat challenging but can be very
rewarding. We'll step through an example of each now for you to observe.

Type in the desired Subcategory in the pop-up window that appears. For example, the new
Category added is “Claims” which will now be a new option when you open the window next
time.

Add Document Category

Close

Category Mame Claims
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The category, “Claims”, is now shown. You can drag-and-drop the new subcategory to any
other category or subcategory that you wish.
I =10 x|
Eke Hep
Cioniscts | L[ 1%0] _. Liscal Licessy Chasirict Libwsny | Gpabern Libray | * ed )

Oyeragsd  Hepoit Est

Local Librery Fioadrupner Aesidend Ofice Word Documents

o H X o,
ad S D Find

Usgr Dafined Macros |5 [5 Letes ko Contizcto
#-01 Safely Alelsied Lstiers

Word Documenis

Lethar Agency Codas Bl Cusity Conbol fleisisd
i Cure Listtew Aiey Shioes Compss Latizg]
Labor Rate Tables Sugpsrgnn of Wik Labes
BCD Swondeard Text =
N Fi syt Foxr P raiz
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Lettar b0 e Sgeramr

EMGE Standmrd T B Coritac! Flard

1 Oz Plant
Waork Iypas . D cscvaivisrd Bl Biocks
Faplure Typas
3 Phage Checks
Milgstone Evanis

Adding A New Document

Next, push the Add button and select “ Add Document” from the drop-down menu.

The screen will have the B 0l
“Author” field completed. If =
you logged in, your name will Close
appear automatically.
PP y Cobegoy  |Claim =l
Use the drop-down menu to P | Faext Freeman
select the category or [F S o]
subcategory you desire the new =
document to be placed.
[ Crmsis Hem 1 Dhale Foerrest
= el
Enter the new Document 2 | et oo i

Name (e.g., Claim-Sum Certain

A% |mport
Iy ¢
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You are now ready to add the new document. You should see that you can Edit a document If
one exists, or Import a document from another source. We will create a new document.

You will enter MS Word and can create your document as appropriate. Observe the sample
below. The first macro is actually a macro within a macro. It includes the complete heading of a
letter that will be addressed to the Contractor and the DOD letterhead symbol.

[l TompFin doc - MicrozahWod =101 %]
| B o ot Frmat Jock Tgble Wirdow tiek ¥ Get RHEMr - =
DEds SB0-- W 0E 7~ ci-BsuEw ExE AT

] 7 . veiavin N Y IR ' T I

[ INSERT_DOCURMENT HEADER TO CONTRALTOR }
Wour latter gf_{ ask_Date Emar Date of Condractor Clam Lettar |}, presenling a

clairm foe " &=k LineolMes Enler Conlraclor Claim Desciglion 17 M above
subject conlract has been raceived by this office

The condract ia aubject ba the Comrect Disgules Azt of 1998 (7 LLS.CBON, EI
Zeq.). The amounl of your claim is nod set forth in your correspondence
discussng detsls of the clam Because the Act sets diferent requirements far
clarg wwolsing diftenan? amoinis of maney, you migh adves thie ofics ol the
amaum of the clamm In addition, ifthe amount in controversy excesds ¥500 000,

yau szt cerify the claim in the language set forth in the Disputes Clhwse of the
contract

Weithout the documen requéested abowe, we will be urabls 1o process your
claimn under the Condract disputes Aol o tha dispuias Cleasse of tha contract
gince il dogs nol mes ke requirements of The A
[ INSERT_DOCUKENT FOOTER TO CONTRACTOR }

o [y G| dthages= \ N OO H AR »-d-A-==E0E-
[Page 1 Zecd it a4 Ini? a2 |nec ik B en TEE 4

As you exit MS Word, you will see the following small screen. Be sure to push the “Yes” button
to store the document to the RMS Database. This letter is now part of the Library and can be
used for all contracts.

+ STORE AMS DOCUMENT

.'Sh:ure document to BMS databaze?
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Whew! A lot of work, but now let’s use the letter in the contract.

In case you forgot what the screen looks like, or where we were before we got caught
up in creating a form letter, here it is again. We will now Generate a Draft Letter from
the Form letter we just created in the Library. Push the Generate Letter button.

. Letter to Contractor

Find
Outgoing Letter - C-0001 Dated |U?£1 0/2000 I ~Letter Gereration / Rl
Generate Letter |
—Answer Requirements —Answers Letters
: Letter Ne. - Edit Letter |
= Mo Answer Bequired >
(2 Select | —
& Angwer Bequired 2@ ElEte etter
Anzwer Dive I 71042000 i Remove |
p g = Draft Lether not cormpleted
= Draft Letter Completed
LI " Draft Letter Approved
i+ Letter Sent
Brnief Summary
Approveal of COC Plan ;I
&> Edi |
=
Cloze
SoEm
B Claim Presentation - Mo "Sum Certain”
eneral/AF|
Reference Change Request Mo. I I eader/Footer Templates

: -1 Macro Data
t| Modifications
-1 QAMLCS afety

Place the cursor on your letter (Claim
Presentation — No “Sum Certain”), and
push the Create Letter button at the
bottom of the window.

Create Letter I
¥ Show BMS macros in Blue

i

You will notice that the bottom left side of the window will flash the process of building the
macros and the document. No action is required until you reach a macro that asks for your
input, as can be seen below. Simply use the lookup button and select the date from the
calendar and push the Ok button twice.

[ Colender SIS

Sun Mon Tue Wed Thu Fri Sat

1 2 3 4
5 B 7 8 9 1M N
12 13 14 15 16 17 18
19 20 21 22 23 24 24
2B 27 28 29 «&p 3

T Today: 0470272000
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AMS - Request for Additional Information

Enter Date of Contractor Claim Letter

Ok 1

|Enter Date

RM5 - Request for Additional Information

Enter Date of Contractor Claim Letter
{03/30/2000
Ok 1
|Enter Date

Each macro that requires your input will provide a window for you to enter data. This window
asks you to enter the description of the Contractor’s Claim. You would typically enter the same
description that the Contractor letter presented. Push the Ok button after you complete each

window query.

RMS - Bequest for Additional Information i

Enter Contractor Claim Descnption

|Driffering Site Conditions

|Enter a Complete Line of Text

The macro {INSERT_DOCUMENT FOOTER TO CONTRACTOR} will produce the name and
signature block for each staff member that has been granted access to this contract. Simply
place the cursor on the appropriate Staff Member and push the Ok button. The macro
{SIGNATURE_TITLE} will automatically attach the Title for the Staff Member chosen.

= Lookup 1 [=]

Search Characters

FREE3S Fred Freeman

_|FREE33 Fred Freeman
SkIT399 Larry T Smith
ALV999 RICHARD ALVARES
ALYWII9 RICH&RD ALVARES
| ALY33 RICH&RD ALVARES

[« |

Search By

EMP_ID_KO Mame Title :-;
| 000 Eric: G Holland Frogramrner
_|GOUD333 | Esko'Woudenberg test

FREE33 Fred Freeman Administrative Contracting Officer

;Name

Contracting Officer Representative
Fesident Engineer -—j
Resident Engineer

COMTRACTING OFFICER

FROJECT MAMAGER

FROJECT MaAMNAGERT

5

o 0K i X Cancel i
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The signature block is the last macro for this letter. You will then automatically go to MS Word ©
to complete editing, printing, etc., of your new letter.

3 Claim-Sum Certain.doc - Microsoft Word

| Fle Edit View Insert Formst Tools Table Window Help x|
18]
DEEaSRy |/ ERd oo (@B =S8 v -G 2w - el se-lBzrulEs===|E
All Entries ~ \ Hew., o
T A - ]
DEPARTMENT OF THE ARMY

LOS ANGELES DISTRICT, CORPS OF ENGINEERS
Roadrunner Resident Office
18213 E. ViaDe Arboles
Cween Creek, AZ 89242-4033

REPLY TO

ATTENTION OF April 2, 2000
C-0076

Subject: “Claim Presentation - No "Sum Certain™
Contract No. DACAQ09-97-C-0052
Correspondence Week
Queen Creek, AZ

Sun Eagle Corporation
261 Dean Ave
Chandler, AZ 85235-9999

Gentlemen,

Your letter March 30, 2000, presenting a claim for |Differing Site Conditions” for
above subject contract has been received by this office.

The contract is subject to the Contract Disputes Act of 1978 (41 U.S.C. 601, Et
Seq.). The amount of your claim is not set forth in your correspondence
discussing details of the claim. Because the Act sets different requirements for
claims involving different amounts of money, you must advise this office of the

Jows Iy & agosapes -\ NOOCE 4|0 L-A-==5B @
[Page 1 Sec 1 i [Acss Ines coss | [Rec iRk BT VR [

CAUTION If you see “ERROR! Bookmark Not Defined” within your

document, it is either an RMS or MS macro that is not
WATCH YOUR STEP being recognized. It is either not a real macro, or has been
typed incorrectly.

.
The “BLUE” letters in the MS Word

document are the actual macros RMS is Cose
using. You can toggle that feature off if ’
you wish, from this screen.

H 7| Claim Presentation - Mo "Sum Certain®'
+-21 General/RFI

---EI Header/Footer Templates

F-B1 Maco Data

&1 Modiications

As you Save the letter and Exit the word
processor, you must push the Yes button
to save the document to the RMS
database.

Create Letter |
¥ Show RMS macros in Blue

4
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+ STORE AMS DOCUMENT

Stare document to RS databaze?

. - Draft Letter Mi=] &2
&4 |
Reportz Cloze

~Letter Statu:

Letter Mo. | Dated ID3”31 /2000 :I & Draft Letter ¢~ Draft &pproved
| € Draft Completed " Letter Sent
—Anzwer Requirement: Answers Letters Form Letter:
" Mo Answer Required (=2 Select Letter No. |ﬂ [Henerate Leth
' Answer Bequired | H-0001
R o
Anzwer Due ||34,J-| 342000 I g smeve | Edit Letter |
LI I_ XK Delete Letter |
Brief Summary
3 Edit | rour letter March 30, 2000, presenting a claim for Differing Site Conditions'* for sbove subject contract has been |« |
received by thiz office.
The contract is subject to the Contract Disputes Act of 1978 (41 U.5.C. 601, Et Seq]. The amount of your claim ||
iz ot zet forth in yowr comespondence discussing details of the claim. _I

Reference Change Fequest Mo.

IAWDm I

¥ Uresolved lssue

¢

You can Edit the
letter from this
selection. It will
place you back
in MS Word © as
before.

You can also
choose to Delete
the letter from
this screen.

this Brief Summary area.

Just before you exit MS Word ©, it may
be useful to use the COPY command
for portions of the letter to PASTE into

After the letter has been reviewed and the Draft Approved, it can be mailed to the Contractor.
The Letter Status should then be changed to Letter Sent. Push the Close button and it will
then appear under the proper Tab on the next screen, Letters Sent & Received.
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Contract Menu - [PROMISTEST]

File Help

Finances

Administration

04 /ac | Submittals| Schedules‘ Closeout | Impolt.-"Exporl|

DACAD03-97-C-0052 MA Landfill Expansion

=) G

Contract Description
Contract Status

Award Information

Contract Plans

Correspondence
Bequest For Information
User Defined Entries

Contractor Staff
Subcontractors
Contractor Insurance

Contractor Payrolls
Labor Interviews

Owverview Feports Close

& x Q Range IAII Draft Letters j
Add Edit Delete Find
Letters Sent & Received Draft Letters Mot Sent Government In-Houss Memas |

Dated Letter Mo Subject IS_?;EEIS ‘;I

03/02/2000  RFP-0001
08/23/2000

Fiequest For Proposal for Wi001 - EXTENSION OF THE ExXPANE Draft
o0z Approval of Quality Control Plan delayed - incomplete Diraft

C-0003

Letter to Contractor

four letter of August 22, 2000, presenting a claim for "Differing Site Conditions - Pier Obstuction in Morth ‘wash' | =
for above subject contract has been received by this office.

The contract iz subject to the Contracts Disputes Act of 1978 [41 U.S.C. 601, Et Seq). The amount of pour claim

The new letter is now entered and recorded in RMS. The Brief Description is on the bottom of

the screen.
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Copying a Document from another Library

You can easily copy documents from other offices or the System Library into your Local Library
so they will be available for all your contracts.

Select Local Library / Word Documents and then the Add button, as shown below. Choose
the selection “Copy Document for other Library” option.

e Hanagreesi jevbrm

B b

Canirsats Fle Lo | i P Limwg T i Ly

il | Ay Fukadiummad Fosdan Mica - Woed Docemanis

Mg [ e e
Wur Dol Mo

Letpr Agone Codeg
Lobes Finla Tablua

W L pin ia (Phe e
W Cordimci Plars

HCTI Stmndacd Test . :':':":'I_HIM_
SE3R Sandard Tes
B oo v bimren s e
ik |
Fent o
Word Documanis
Bl M S e —
bl Dzoures [yps 1] £ 2] Fress= L oo cick o o e e
C b Pl

P imms Fualrieg A koka
Cevewerarand b sk M
ey ko T mshuniod

Lok by Jiem degere
Tt s M

gl ol Propoosls

Use the drop-down menu to select the office, followed by the Document Type you would like to
import. As you select the Document Type, all the available documents will then be reflected in
the middle window. You can select a particular document from the middle window, then click on
it in the extreme right window to get a full screen view.

Double click on the document(s) you wish to import, and you are completed.
Note: If you already have a document in your database that has the same name as the one you

are desiring to import, RMS will automatically add a number to the new document so as to not
overwrite your first document.



RMS for Windows 6- 20

Report Explorer

ﬂ = Report Explorer.

A wide variety of reports can be produced from the Correspondence option. All of these reports
can be viewed on the screen prior to printing. In addition, all reports can be saved to a Word
document or saved in the HTML format.

The Correspondence Report Explorer can be accessed from the top of the main menu or the
top of the contract menu. The primary location for you will probably be from the Contract Menu
screen.

. Contract Menu - [PROMISTEST] DACAD9-97-C-0052 HA Landfill Expansion
File Help

i Administration Finances‘ 0A /QC ‘ Submittals| Schedules| Clozeaut ‘ Irmpart/E =part

Correspondence

&

X Q

Contract Description

Add E dit Delete Find
Contract Status 8
] Letters Sent & Received | Draft Letters Mot Sent Government |n-House Mernos
Award Information _|
. Answer Date =
Contract Plans Dated -eler Jes U bize: Cue Anzwered
L 03/04/2000  C-0001 Approval of Accident S afety Prevention Plan

Correspondence

Reguest For Information _|
User Defined Entries

Contractor Staff
Subcontractors ;I

Contractor Insurance C-0001 Letter to Contractor

Contractor Payrolls - -
Approval of Accident S afety Prevention Flan ;I

Labor Interviews

i
The Report Menu has the RMS reports separated into four (4) prime headings, as follows:

1. Contract — All reports pertaining to an individual contract. (Seven categories.)

2. Summary — All reports pertaining to multiple contracts, Briefing Packages and
Resident Office Plans. (Three categories.)

3. Office — All reports pertaining to Offices and Staff Members. (Two categories.)
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4. Library — All reports globally affecting all areas of RMS. (Six categories.)

Report Menu

Caontract

Summary

Difice

Lil_l,l

I[=] B3

Contract Reports Administration

Administration

Finances

Quality Control

Quality Assurance
Submittals

Schedules

Contract Closeout

Contract Status Report

Correspondence Subject and Status
Correspondence Subject Listing

Correspondence Draft Letters

A

RMS correspondence reports are located by selecting the heading Contract / Administration.

Correspondence Subject and Status Reports

Comespondence Subject Status Report Options

(&

Preview

=

Frirt

Optiohs

=] E3

This is one of the more
powerful areas within all
of RMS. If you have

Status
Range
Date
Sort

All

All

All Dates
Letter Date

Correspondence - Subject and Stalus

Lo 21 " Outztanding Letters due in -3 Days
€~ Dutstanding Letters " Overdue Letters
o Al £ Other &gency Letters
£ Letters to Govemment " Selected Agency Letter(s]
 RFl's to Government = Unresolved lzsue Letters
Range

£~ Letters to Contrackar " Selected Change Request(s]
£~ RFP's to Conbractar " Selected Action By Azsignee(s)
1 Inhousge Mema " Keyword Search

m + Letter Date = Letter Mumber

taken care and entered
your correspondence
into the appropriate
defined categories, the
reporting capabilities
should give you reports
in about any area
imaginable. In fact, if
you really can imagine
another sort or range of
report than what is
listed, please contact
the RMS Center and
consideration will be
given to include it
specifically into the
program.

RMS already keeps

track of all the areas



RMS for Windows 6- 22

indicated on this screen, therefore, it is just a matter of selecting the available Status, Range,
Date and/or Sort of report you need. All reports can be previewed on the screen prior to printing.
If you are familiar with the report, you can skip the preview and print the report directly from this
screen by pushing the Print button.

The Keyword Search will present you with a screen, as shown, and you simply type in your
keyword and push the Ok button. RMS will prepare a report showing all correspondence
containing that word across the entire database for the contract.

omespondence Keyword Search

Enter the K.ewword to search for propozal

[~ Options

| [T Case sensitive

I wihale wards only

The example uses the
keyword “proposal” and RMS
prepares the following report
listing all letters containing the

word “proposal”.

x Cancel 1

Keyword Listing Report — Keyword = “proposal”

Us Army Corps

of Engineers

Correspondence Subject and Status 02 Apr 2000

Correspondence Week Queen Creek, A7

DACAD9-97-C-0052

0352872000

RFP-0001

Request For Proposal for 24001 - Add Mewy Swimming Pool
H-0001 answers RFP-0001

0372872000

C-0013

The above referenced proposal was due on03282000, but has not been received in this office as of this
date. In order not to delay the orderly progression of contract work, it is requested that you make every effort
to ensure all proposals are submitted by the dates requested by the Governmenrt.

0352872000

C-0o014

0N 0372752000, & Reguest-For-Propozal, AW001, (Add Mew Swimming Pool), vwwas sent to your office. You
weere requested to submit your proposal to this office not later than on03/28/2000.

Since you did not respond to the original reguest, on03/29/2000, you were again requested to submit your pr
oposal immediately without further delay.

032972000

C-0013

Reference iz made to our Request-For-Proposal, 24001, (Add Mew Swimming Pool), that was previoushy
izsued.

Pleaze be advized that subject request is hereby cancelled and no further action is reguired from you on this
item.

0343172000

C-0044

Congratulations on your recent avward of Cortract MumberDACADI-97-C-0052 &t Queen Creek, AZ. FAR G
lause 52.236-13, entitled "Accident Prevention”, requires that prior to commencing work, submission of &
weritten proposal for implementing this clause, and & mesting be held with representatives of the Contracting
Officer to dizcuss and develop mutual understanding relstive to administration of the overall safety program.

0353172000

C-0056

Reference iz made to our Request-For-Proposal, 24007, "Aded Mew Swimming Pool”, izsued by this office
on harch 29, 2000, Reference i alzo made to Contract Clause "Modification Proposals-Price Breakdown”
(DFARS 252 236-7000), which outlines the requirements for submitting modification proposals.

The akove referenced proposal was due on April 3, 2000, but has nat been received inthis office as of this
date.

0343172000

C-00a7

Reference iz made to our Regquest-For-Proposal, AW001, "Add Mewy Swimming Pool”, that was previously
izsued.

Pleaze be advized that subject request is hereby cancelled and no further action is recuired fram you on this
item.

0353172000

C-00a8

On March 28, 2000, & Request-For-Proposal, 80001, "Add MNew Swimming Pool", was sent to your office.
You weere requested to submit your proposal to this office not later than on April 3, 2000,

Since you did not respond to the original reguest, on March 27, 2000, you were again requested to submit
your proposal immediately without further delay .

033172000

RFP-0012

In accordance with the Cortract Clause, "Changes", we request a proposal to perform the following work.
Thiz pending change may be referenced as AW001, "Add Mews Swimming Pool" Request For Proposal for
L0001 - Addd Mewy Swimming Pool

0353172000

RFP-0013

Request For Proposal for 24001 - Add Mewy Swimming Pool  In accordance with the Contract Clause, "Chang
ez", we request a proposal to perform the following waork. This pending change may be referenced as
A0, "Add Mew Swimming Pool”.




RMS for Windows 6- 23

Correspondence Subject and Status Report — All Correspondence

Correspondence Subject and Status 02 Apr 2000
Correspondence Week Queen Creek, A7
U5 Army Corps DACA09-97-C-0052

of Engineers

03/25/2000 C-0001 Approval of Full Time Safety Person
0372852000 RFP-0001 Recquest For Proposal for 24001 - Add MNews Swimming Pool
H-0001 anzwers RFP-0001
0372852000 C-0o0nz Measzure it with & yardstick, since it is in the vard anyway.
C-0002 anzwers RF-0001
0372852000 H-0001 The swimming poal will cost $31,500.00, the divingboard $1,100.00 and the porpoises the Generals wife

directed to be added will cost $45 000,00 (plus & monthly feeding kil for 10 months of $3,500 per month).
H-0001 answers RFP-0001

C-0076 answers H-0001

C-0063 answers H-0001

03/25/2000 C-0003 Add jacuzzi to north side of pool.

03/28/2000 C-0004 Requiremerts of &ccident Prevention Plan

2-0004 anzwers RFI-0001

COE-0011 answers C-0004

03/29/2000 C-000g Reference iz made to vour Health & Safety Persons' Qualifications Submittal 01450-7 . Your Gerald L. Hepner

, CEP will be accepted as vour designated Heath and Safety Person. However | you are reminded that such ac
ceptance of Gerald L. Hepner, CSP is conditional and based on demonstrated sstisfactory performance.

0372952000 C-nooy Accident Prevertion Plan Requirements and Reqguest for Meeting
C-0007 answers S-0001
03/29/2000 C-0o03 The term “jacuzzi" is sometimes used in a generic sense, including sl Manufactures of similar products (spa)

. Pleaze advize if you want us to price the brand "Jacuzzi®, or will ather Manufacturer's products be

Correspondence Subject Listing Reports

The Subject Listing report is used
by some Offices as an INDEX and

Freview Frint Optiohs

Comespondence - Subject Listing placed in the various Tabs of a
Report  All Correspondence Chronologically Reading Flle or in fOIderS for
Dates  All Dates correspondence.

The simple one-line listing can be

&+ 4 Comespondence Chronclogicall Very handy for a “qUiCk” reVieW Of
" Corespondence In/Out Chronologically contents.

= Separate Feports Chronologically far:

1. Contractor Letters to the Government
. Contractor RFI's to Government

. Government Letters to Contractar
RFP's to Contractor

. Govemnment In-house Memaorandums
. Other Agency Letters

[ I, Y Y

Al Dates




RMS for Windows

Correspondence Subject Listing Report — All Correspondence

Correspondence Subject Listing

02 Apr 2000

Correspondence Week

US Army Corps DACADS-97-C-0052
of Engineers

Queen Creek, A7

032712000 RFI-0001 Howy do | measure the swimming pool per your instructions?

03/28/2000 C-0001 Approval of Full Time Safety Person

03/28/2000 C-0002 Meazure it with & yardstick, since it is in the vard anyway.

032872000 C-0003 Add jacuzzito north side of pool.

03/28/2000 C-0004 Requiremerts of Accident Prevention Plan

03/28/2000 H-0001 The swwimming pool will cost $31,500.00, the divingboard $1,100.00 and the porpoises the Generals wife

directed to be added will cost $45 000.00 (plus a monthly feeding bill for 10 months of 3,500 per month).

03/28/2000 RFP-0001 Request For Proposal for A4001 - Add Mewe Swimming Pool

03/28/2000 RFP-0002 Request For Proposal for AM001 - Add New Swimming Pool

03/25/2000 RFP-0003 Request For Proposzal for 24001 - Add Newr Swimming Pool

032572000 RFP-0004 Fequest For Proposal for 28001 - Add Mewy Swwimming Poal

03/29,2000 C-0006 APP Requiremernts
03/29,2000 C-0007 Accident Prevertion Plan Requirements and Reqguest for Meeting
03/29/2000 C-00038 Reference is made to vour Health & Safety Persons' Qualifications Submittal 01450-7 . Your Gerald L. Hepner

 CEP will be accepted as your designsted Heath and Safety Person, Howwever, you are reminded that such ac
ceptance of Gerald L. Hepner, CSP is conditional and hased on demaonstrated sstisfactory performance.

03/29,2000 C-0o03 The term “jacuzzi" is sometimes used in a generic sense, including sl Manufactures of similar products (spa)
. Please advise if you want us to price the brand "Jacuzzi®, or will other Manufacturer's products be
considered. There are several in-ground spas that are considerably less expensive..

Correspondence Draft Letters Reports

(& =] =

Freview Frint Optionz

Coarrespondence - Draff [ effers

Range All Draft Letters

= Draft Letters Mot Completed
= Draft Letters Completed - Awaiting &pproval

€~ Draft Letters Approved - Mot Sent

These reports are useful when you
need to remind someone
(including yourself) that action is
required prior to the
correspondence being sent out of
the office.

SPEED
BUMP
AHEAD

You need to check the
Draft status often, as It
can be quite a problem if
you “think” a letter has
been sent, when it has yet
to be approved and sent.
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Correspondence Draft Letters Report — All Correspondence

Correspondence Draft Letters 02 Apr 2000
Correspondence Week Queen Creek, A7
US Army Corps DACADI-97-C-0052

of Engineers

03/29/2000 C-0008 APP Requiremernts

0372952000 C-0o10 Mrz. Cahoun, the General's wife, a5 what kind of Gazebo we were going to install with the Jacuzzi. The
Request-For-Proposal did not include s reguirement for & Gazebo. Please advize..

0352972000 C-0011 Add swimming pool st Generals House, inthe back yard. Size of pool shall be such that there is a four-foot

perimeter for decking around the pool and the entire yard iz filled.

Add Jacuzzi on north side of pool, just under the Master bedroom window, as directed by the General's wife,
Betty Calhoun.

Al 12-foot high diving board for swimming pool.

A 8-t long, § person Jacuzzi spa with Redwood Gazebo,

03/29/2000 C-00ME Since yvou have failed to perform within the time reguired by the terms of the Contract, the Government i=
considering terminating said contract pursuant to the Clause tithed "Default” of the contract clauses.
03/29,2000 C-001a We are now 250 days into the contract and you have vet to make any significart progress tovard

completion. Since there are novy 223 than 165 days remaining in your cortract, it no longer appears
possible to complete this contract on time.

0372952000 C-0oz20 The Specification Section entitled " Construction Guality Contral" reguires you to provide and maintzin an effect
ive gquality control program. The key to success lies inthe development of your plan, specific to this cortract.

0352972000 C-0022 o letter, C-0095, of March 28, 2000, notified you of your failure to make progress toveard completion of th
iz contract.

e are nove 123 days into the contract and vou have yvet to make any significant progress towward
completion. Since there are now less than 255 days remaining in your contract, it no longer sppears
possible to complete this contract on time.

03/30/2000 C-0025 Reference iz made to FAR Clause 52 242-14 "Suspension of Work" for subject contract.

“ou are hereby directed to SUSPEND WORK on the following tems:

STOP EVERYTHING

03/30/2000 C-0oz7 Oy letter, C-0022, of March 27, 2000, notified you of vour failure to make progress toveard completion of th
iz contract.

Wi are novy 125 days into the contract and you have yet to make any significant progress tovward
completion. Since there are now l2ss than 240 days remaining in your contract, t no longer appears
possible to complete this contract on time.

NOTICE: YOU PROBABLY WILL NOT BE LEARNING ANY NEW
TECHNIQUES IN THE FOLLOWING EXAMPLES AND SCREENS. SOME
OF THE SCREENS WILL DIFFER FROM THE PREVIOUS, BUT
PROCEDURES AND CAPABILTIES REMAIN BASICALLY THE SAME.
THEREFORE, EXPLANATIONS WILL BE SHORT, WITH THE GOAL OF
PRESENTING THE DIFFERENT SCREENS AND POINTING OUT AREAS
NOT PREVIOUSLY COVERED IN DETAIL.
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Adding Correspondence in RMS (Request For Proposal to Contractor)

Adminiztration Finances| Qa s ac | Suhmittals‘ Schedules‘ Closeout | |I‘I'||JDIL-"E:-:|:IDI[| Ii = Gl

Owerview  Reportsz Cloze

Administration - Correspondence

& x Q,

' Letter to Contractar |
Contract Status

Contract Description

Request For Propozal to Contractol
: i LA el Mot Sent Government In-Houze Memoz
Award Information RF1 from Contractor _I
Govermment In-House Memo ik Answer Date =
ject
Contract Plans L Letter from Contractar Home office - Dus Answered
4l Letter from Caontractor Site office t 5 afeRgPrevention Plan
Letter to Other Agency
Correspondence Letter from Other Agency
Request For Information _|
User Defined Entries
Contractor Staff
Subcontractors ;I
Contractor Insurance C-0001 Letter to Contractar
Contractor Payrolls : d
Approval of Accident 5 afety Prevention Plan ;I
Labor Interviews

Select the Add button to add, compose or record a new letter.

A drop-down menu presents a listing of the categories of all letters maintained within the
program.

For now, select Request For Proposal to Contractor to see how easy it is to use RMS for
Windows to issue a Request For Proposal.

This is one of the easiest letters

. Comespondence

The first screen suggests a Letter No. for Request For Proposal to Contractor
the RFP. The next available RFP number is
presented, but can be changed if needed.

Letter Ho. RFF —;EIEI'M

Enter or accept the appropriate number and
push the Ok button.
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Lookup

Search Characters

[_{O]x]| A listing of all Change Requests will

be presented from which to select.

Place the cursor on the one desired
and push the Ok button. (Multiple

Change Request Mo, Change Request Tite il ones can be chosen a|so’ if needed.)
L A0 Add Mew Swimming Pool
a 3 | The procedures
Outgoing Letter - RFP-0002 Dated | Letter Generatian / Status—— for USIng thls
screen are the
:"A:iwerﬂequ\remenls' E“'AnSWEIS Letters == -“-L-z;;le-;-N;.- == :- et Loter Same a.S the One
| Mo Answer Aequired » .
| & tomwn e s | ; 2 for selecting a
st [ 3 Rerove oot Lt re et normal Letter to
Semh B ‘ D Lot e Contractor that
2alc| " Draft Letter Approved
= LI i we used above.
Change Reguest Mo

Brisf Summary

Fiequest For Froposal for w01 - EXTEMSION OF THE EXPaMSION PLAN

& Edit

Reference Change Request Mo [WK001

™ Uniesolved lssue

In this case, go directly to Generate Letter and select the Form Letter titled “Request For
Proposal”. Push the Create Letter button.

Notice that the Description of the
Change Request is automatically
populated in the Brief Summary
field.

Clairs

General/RFI

Header/Footer Templates

Macro Data

Modifications

SR =quest For Proposal

B Request For Proposal-Greater Than $500K,
Request-ForProposal-2nd Overdue Motice
B Request-For-Proposzaliotice of Cancellation
B Request-ForPropozal-dverdue Motice

B RequestForFroposalRevision

______ Lookup [_[a]x=]
Search Characters
About the only choice |
yo.u ma.ke In prep,arlng EMP_ID ND‘ Mame ‘ Title -:j
this entire letter, is who R
. . . . | 0oo Eriz: G Halland Programmer
IS going to sign It. | |G00D393 | E sk Woudenber test
_|FREES3 Fred Freeman Adrinigtrative Contracting Officer
ﬂ FREES9 Fred Freeman Contracting Officer Rey tative
RMS Macros Complete _|FREES3 Fred Freeman Resident Engirieer ,....j
all other parts of the [SMIT993 | Lany T Smith Resident Engineer
R FP |etter. | ALVI93 RICHARD ALVARES CONTRACTING OFFICER
| A4Lv333 RICHARD ALVAREZ PROJECT MaMAGER
| ALYI93 RICHARD ALVARES FROJECT MaMAGERT
Place the cursor on the J"‘I
proper Staff member ji—JhB -
[==]w
and push the Ok button | === r

to enter MS Word © and
complete the letter.

" OK x Cancel i
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Sample Request For Proposal Letter to Contractor

il fbf test Request for Proposal-DOD.doc - Microsoft Word ME B
| Bie Edit ¥ew Inset Format Tooks Table Window Help 5[‘

Ji]
DEHa8RY P ERd v o [@BO0R= g6 w: -0 2

JHEader ~ | Times NewRoman = 10 = ‘ B I U |§ =

s = \ e i

=
ol

DEPARTMENT OF THE ARMY
L0S AHGELES DISTRICT, CORPS DF ENGINEERS
Raadrunner Resident Offie
18513 E. Via De Arboles
Queen Creek, A7 85242.4033

nevrTo
ATTENTION o April 2, 2000
RFP-0014

Subject: "Request For Proposal”
Contract MNo. DACADS-97-C-0052
Carrespondence Week
Queen Creek, AZ

Sun Eagle Corporation
261 Dean Ave
Chandler, AZ 85235-9999

Gentlemen,

In accordance with the Contract Clause, "Changes”, we request a proposal ta
perform the following wiork. This pending change may be referenced gs,_AW001,
"Add New Swimming Poal"

Add swimming poal at Generals House, in the back yard. Size of poal
shall be such that there is a four foot perimeter for decking around the
pooland the entire yard is filled

Add 12-foot high diving board for swimming pool

Add jacuzzi on northside of pool, just under the Master bedroom window,
as directed by the General's wife, Betty Calhoun

Add 10-ft high redwood gazebo over in-ground Jacuzzi. Redwood shall be
100% HEART GRADE with no visible knots

[oawe By 5 | auosiapes . W DO E {8 >-L-A-=S=EBa .
|Page 1 Sec 1 iz [At0g"  nl Gl |=a) i =l R 3 r
hstart| | B winms | [y Esplaing - by Documents | B seD15-CHAPTER 13 Cor. | [ fbf test Request far P... |3 0 1mac

Don't forget to save and press the Yes button when you exit MS Word ©. Otherwise, your
document will not be saved into the database.

Request for Proposal to Contractor - Draft Letter

]

Close

Find

Qutgoing Letter - RFP-0002

+ STORE AMS DOCUMENT

[~Letter Generation / Status———
Generate Latter

Answer Hequirsment: Answers Letters
Letter Na. Al Edit [Leiter
Mo Answer Required » i
{eb Select .
& Answer Required | 20 Dol et

Answer Due  [ng/28/2000 2 Remove

& Draft Letter not completed
g €~ Draft Letter Completed

LI " Draft Letter Approved
| £ Letter Sent
The main correspondence screen et
. Request For Proposal for w001 - EXTENSION OF THE EXPANSION PLAN ;I
will now appear, as you are oo |
complete with the letter. You can o

use this screen to do further editing
|f needed Rieference Change RequestNo.  |wkO01 I Unresalved lssue
' \

If you desire additional verbiage in the Brief Summary block, you could have (and still can)
copy and paste them directly from the RFP letter.
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Adding Correspondence in RMS (Government In-House Memo)
Admlmstratlnn Finances | A S QC ‘ Submittalz ‘ Schedules ‘ Clogeout ‘ Import/E sport | Ei = =
Overview  Reports Cloze

Administration - Correspondence

*
Lefter to Contractor

Request For Propogal bo Contractor
RFI franm Contractor

Contract Description

Contract Status
Award Information

Contract Plans

Correspondence

User Defined Entries

Contractor Staff
Subcontractors
Contractor Insurance

Contractor Payrolls

Labor Interviews

Beguest For Information

& Q

et el Draft Letters

ers Motk Sent

l Government ln-Houze Memos

Government [n-Houze Mermo Subject Letter _:j
Letter from Contractor Home: offic Status
Letter from Contractar Site office or w001 - EXTENSION OF THE EXPAME Draft
Letter to Other Agency Confglan delaved - incomplete Diraft
Letter from Other Agency t 22, 2000 Myggenting a claim for "Differing Site Draft
| TS R OO ReEs Far FTeartsal for w001 - ERGEMSION OF THE EXPAMS Draft ___j
RFP-0002 Request for Proposal to Contractor
Request For Proposzal for WEDO0T - EXTENSION OF THE EXPAMSION PLAM _-°3-_j

Push the Add button and choose Government In-House Memo. The program will present the
next available number for the MEM prefix, but it can be changed if it gets out of sequence.
Select the default or enter a new number and push the Ok button to continue.

______ Correspondence
. COE IN-HDUSE MFE* " .aNDUM - In-House Memo
Government In-House Memo [ L e e = L= m
Reparts Close
Letter No. Dated |04/02/2000
Letter Mo. MEM — {0007
~tinewer Requiremants—————————————— Anzwers Letters
£ No dnswer Required [ Select j Letter No. ﬂ'
i+ Answer Requined T 3 .
Answer Due Smove |
x Cancel
Action By m I o 5 _:_]I
Erief Summary
< Edit I =
If an Answer is Required, the o
fields for the Date and Action
By Wl” appear. Otherwlse, the Reference Change Reguest No. i_-—-m---:] ™ Unresolved lssue
area will be clear.
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Use the pop-up screen to select the Date and Staff member who has the action to answer the

Memo.

The Memo can also
address and answer
other pieces of
correspondence, but
you will

notice that a Form
Letter option

is not available.

You can enter a Brief
Summary in the
Memo field provided,
or, if you created the
document elsewhere,
you can copy and
paste it in the field.

A Memo can also
reference a Change
Request and can be
track as an
Unresolved Issue in
the summary area of
the RMS program.

______ Calendar mE i
Lookup
n April 2000 Search Characters
Sun Mon Tue Wed Thu  Fr i
; y ; g ’ E"am; Holland L:j
9 10 1 12 13 14 —E"E Woznb
16 17 18 13 20 A _FSdDF oudenberg
23 24 25 25 27 2p |Tredrresman
a0 Gerald L Mckaoyp
»
E Today: 14/012/2000 || Jack Pennington ...j
| |KEVIM BERRY
W OF ! | |Lamy T Smith
| |Mark Rhoades

RICHARD ALVARES
|| System Database Administrator

=l
o OK I x Eanceli

{
*. Letter to Contractor - Draft Letter | _ (3] ]
Q 3
Find Close

Letter Generation / Status

Outgoing Letter - C-0003

[~ Answer Reguirement; [ Answers Letter

| r2] Edit Letter i
| Select

| & Answer Requied | .ﬁ....! X Delete Letter i
frswer Due [ . 3 Femove i e ——

Letter Mo ﬂ
»

' = No Answer Required

¢ Draft Letter not completed

" Draft Letter Completed
:_J i Draft Letter Approved

" Letter Sent

Brief Surmary

I''our letter of August 22, 2000, presenting a claim for "Differing Site Conditions - Pier Obstuction in Morth 'wWash'' for above subject &
contract has been received by this office.
7 Edit i
The contract iz subject to the Contracts Disputes Act of 1978 (41 U5.C. 601, Et Seq.). The amount of your claim is nat set forth in
wour conespondence discussing details of the claim. Because the Act sets different requirements for claims irvolving different :—]

Reference Change Request Mo, i

I Urresolved lssue
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Adding Correspondence in RMS (Letter from the Contractor)
Admlnlstratlon Finances ‘ Q& /0C ‘ Submittals | Schedules | Closeout ‘ Impart/E=port ‘ | [ii = Gl
| Overview Reports Cloze

Administration - Correspondence

Letter to Contractor

& X Q,

Contract Description

Contract Status

Regquest For Propogal bo Contractor
RFI from Contractor

Award Information

Government ln-Houze kemo

Contract Plans

Letter fram Contractar Hane affize

Letter from Contractor Site office
Letter to Other Agency
Letter from Other Agency

Correspondence

Beguest For Information

User Defined Entries

Contractor Staff

Subcontractors

Contractor Insurance

C-0003

Letter to Contractor

Contractor Payrolls

Labor Interviews for above subject contract has been received by this office.

rour letter of August 22, 2000, presenting a claim for "Differing Site Conditions - Pier Dbstruction in Morth wash"

The contract iz subject to the Contracts Disputes Act of 1978 (41 U.5.C. 601, Et Seq.]. The amount of yaur claim

Range ;."—'«ll Draft Letters :j
ers Not Sent ; Government In-House Memos
. Letter :_j
Subject Shatus

bzal for WEODT - EXTEMSION OF THE ExPAME Draft

pritrol Plan delayed - incomplete Ciraft

1k 22000, presenting a claim far "Differing Sitg Draft
"WET - EXTEMSION OF THE ExPAMS Draft ___j
m
|

A letter from the Contractor's Home Office and Site office are entered the same way. The only

distinction is the prefix H or S.

The next available number is suggested, but you should ensure that it matches the Contractor’s

letter number. Push the Ok button when finished.

Comrezpondence

Letter from Contractor Home office

H —il:ll:ll:liz
X Cancel ;

Letter Ho.
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Letter from Contractor Home Office

Find Close

Incoming Letter - H-0001 Dated IDBH23#2DDD I Date Received 30832332000 ;

—Anzwer Reguirements —Anzwers Letter “Incaming Letker
Letter Ho. -
& Mo Answer Required ¥ ooz
(=2 Select 1 Lad (e Import Letter !
= Answer Required
ieillefte]
(=% Remave i o
Efemose Letter
||
Brief Surmmary
& don't agree that the approval should be delaped. We done it all right and spent a lot of money doin it koo, _»gj

Zp Edi i

Fieference Change Flequest Mo, ! I I~ Unrezolved |ssue

As with the other screens, if an answer is required, a Date and Action By field will become
visible.

Use the pop-up calendar to enter the date of the Contractor’s letter.

Often, a Contractor letter will be in response to a Government letter. Push the Select button to
indicate which letter applies.

______ Comrespondence =1
A pop-up screen will ask for a letter reference number D
and you again use the pop-up screen to select the
roper one.

p Op € W OF 1 XK Cancel i

Lockup

Search Characters
Place the cursor on the desired B

Elier Mo Mer oummary o

letter and pUSh the Ok bUtton' 4 C-0001 Approval of Full Time Safety Person

C-0002 b eazure it with a yardstick, since it iz in the pa
C-0003 Add jacuzzi ta north side of pool.

C-0004 Requirements of Accident Prevention Plan

|| C-0008 APF Reguirernents

Arcident Prevention Plan Requirements and Request
Reference iz made to pour Health & Safety Perso
The term "jacuzz iz zometimes uzed in a gener

Calhoun, the General's wife, as what kind
|| C-0011 Add a1y pool at Generals House, in the back v
|| C-0013 The abaove ced proposal was due onl3/28/2 _v_j
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Enter a Brief
Summary in the
Memo Field. You
can also import it
if you received it
electronically
from the
Contractor.

Letter from Contractor Home Office

08/23/2000 - 08/23/2000 e

i
.
i
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Adding Correspondence in RMS (Request For Information)
.t’-‘-.dm|n|stlat|0n Finances | QA& A Gc ‘ Subrmittalz | Schedules | Closeout ‘ Impart/E=port ‘ Ei = 5l
. Owverview  Reports Cloze

Administration - Correspondence

Contract Description
Contract Status

Award Information

Contract Plans

Correspondence
Beqguest For Information

Ac Letter to Contractar

User Defined Entries

Contractor Staff
Subcontractors
Contractor Insurance

Contractor Payrolls

Labor Interviews

&5 X Q,

Range |&l Draft Letters

Request For Propozal to Contractor
Le RFI fram Contractar

INUt Sent Government In-House Memos i

Government In-House Memo
Letter from Contractar Home office
4 E Letter from Contractor Site affice

= Letter to Other Agency

(g Letter from Dther Agency

0373 00T RFF-000E T Request For Fropozal for w00

Letter

Subject Status

Diraft
Diraft

EXTEMSION OF THE EXPAME Draft

RFP-0001

Request for Proposal to Contractor

Request For Propogal for WEODT - E<TEMSION OF THE ExPAMSION PLAMN

A Request For Information is always from the Contractor and usually requires an Answer.

RMS is built on that premise and completes portions of the screens accordingly.

The first thing you will do is enter the RFI number on the pop-up screen and push the Ok button

as before.

Requeszt For Information from Contractor

Letter Ho. FFI —;EIEIEIS

The remainder of the steps are identical to any
other letter from the Contractor.

3 Cancel ]
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Adding Correspondence in RMS (Letter To/From Other Agency)

A letter intended to be sent to another Agency is the same as a letter being sent to the
Contractor. The only difference is the pop-up window with which you select the Agency prefix.
The prefix for the Agencies are located in the Local Library, and is controlled by the local office
administering the contract. All the selections, such as Form Letters, are available for this option.

A letter that is being received from another Agency is the same as a letter being received from

the Contractor. Likewise, the only difference is the pop-up window with which we identify the
Agency.

User Defined Entries

. Contract Menu - [PROMISTEST] DACAD9-97-C-0052 NA  Landfill Expansion

File Help

| Adminiztration Finances ‘ 34 /0C ‘ Submittals | Schedules Clozeout Impart/Export | i =
! | Owverview Reports Close

Contract Description O\
Find
Contract Status Field Mame D ata |;|
Award Information DCCUPANT_MAME 9ECES
Contract Plans OCCUPAMT_ADDRESS Building 73, 6001 S. Power Road, Mesa, A2 85236
OCCUPANT_TELE [480) B&7-5656
T|OCCUPANT_POC Jonathan Furman

Correspondence

Reguest For Information
User Defined Entries

Contractor Staff
Subcontractors
Contractor Insurance

Contractor Payrolls

Labor Interviews

-
4] | 3

These entries are available for use in form letters, plans and other documents. They are entered
in the Local Library, User Defined Macros. You may have as many entries as you can put in
the local library. These entries should be over-and-above those that already exist within the
RMS program or in the System Library.
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